DEPARTMENT OF GENERAL SERVICES Schedule No. /1/, P
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 5
Agency ‘ , v Division/Unit
Hagerstown . Administration/Finance
Item No-| o ) Description o Retention
1 General files ' Screen annually. Destroy
-contains but not limited to: PMA audits (Penn. Manufacturers material having no further
Assoc) weekly paycheck approvals, job descriptions, -, administrative, fiscal, legal or
inventories, retire rate calc (employee), MD state reurement operational value. Retain
‘annual bill, leases, W2 and 941 reports o permanently any material that

serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland

State Archives.

2 Fixed assets reports, computer generated Retain for five (5) years and
-contains but not limited to: current cost and accumulated until all audit requirements have
depreciation list, inventory adjustments and warehouse been fulfilled, then destroy.
transfers

3 Active/inactive CD investments Retain for life of CD, plus three
-contains but not limited to: certificates of deposit, interest (3) years and until all audit
payment sheet, purchase sheet, safe keeping agreements, requirements have been
depository declaration, CD, correspondence, check copies, fulfilled, then destroy

.| daily activity list

4 ‘Bank activity documents Retain for three (3) years and
-contains but not limited to: correspondence, list of securities, | until all audit requirements have
statement of accounts, deposit account analysis, ACH forms, been met, then destroy.

daily interest reports

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist

Date /O - PP \DEC 3 1999
Signature /é—ﬂy«,% A 7% ) Slgnature ‘
Type Name GeorgiAnn N. Breichner




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 4/0 foS™

(CONTINUATION SHEET) Page 2 of 5
Item No Description Retention
5 General files Screen annually. Destroy

-contains but not limited to: sales tax exempt certificates,
check copies, IRS receipts, lease agreements, bond issues,
various consultants; direct deposit program, investment
policy, debt policy, bank agreements, correspondence, office
supplies agreements, unclaimed property claim forms,
Moody’s rating agent, trust funds

6 Bonds

-contains but not limited to: paying agent and bond registrar
agreement, correspondence, tabulation sheets, public
improvements bonds, bond ordinance, summary of revenues
and expenses, closing transcripts

7 Bank reconciliation

-contains but not limited to: (computer generated) cash entries
by month, statement of accounts, bank statements,
worksheets, account reconciliation (computer generated)

8 | Capital improvements file

-contains but not limited to: alpha/numerical listing of CIP,
quarterly reports, correspondence, alpha file of capital
improvement projects

material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for twenty (20) years,
then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland’
State Archives.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /%éé

(CONTINUATION SHEET) Page 3 of 5
[tem No Description Retention

9 Annual budget reports - final Permanent. Transfer
periodically to the Maryland
State Archives

10 Wire logs Retain for three (3) years and
-contains but not limited to: daily outgoing transfer log sheets, | until all audit requirements have
log number, date, amount, nature of transfer, auth. Person been met, then destroy.

11 Time cards Retain for three (3) years and
until all audit requirements have
been met, then destroy.

12 Cancelled payrolil checks Retain for three (3) years and
until all audit requirements have
been met, then destroy.

13 Voucher batch listing: computer generated voucher batch lists, | Retain for three (3) years and
batch number, voucher number, invoice number, vendor until all audit requirements have
number, name, date, amounts, GL account, sub account been met, then destroy.

14 Pre check audit list: computer generated, cash disbursement, Retain for three (3) years and
journal until all audit requirements have

been met, then destroy.

15 | Petty cash disbursements: employee petty cash receipts, Retain for three (3) years and
expense receipts, adding machine tapes until all audit requirements have

been met, then destroy.

16 Pool/golf course receipts: daily adding machine tapes of Retain for three (3) years and

monies collected by the city pool and golf course

until all audit requirements have
been met, then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. /’// é S

Page 4 of S

Item No Description Retention

17 Cash receipts: computer generated daily collections - date, Retain for three (3) years and
account, debit, credit, journal voucher edit, cash receipts until all audit requirements have
journal - been met, then destroy.

18 Payroll vouchers Retain for three (3) years and
-contains but not limited to: computer generated accounts until all audit requirements have
payable vouchers, deferred comp deductions, accrued vacation | been met, then destroy.
and sick leave, compensatory time, various health plans

19 Accounts payable Retain for three (3) years and
-contains but not limited to: vouchers, utility billing refunds, until all audit requirements have
invoices, purchase orders, check request, computer generated been met, then destroy.
vouchers

20 Collection reports Retain for three (3) years and
-contains but not limited to: cash receipt for fees paid to the until all audit requirements have
city been met, then destroy.

21 Sales journal reports -- computer generated: account number, Retain for three (3) years and
location, invoice number, line, amount until all audit requirements have

been met, then destroy. .
22 Cash application report - computer generated: invoice number, | Retain for three (3) years and |
'| name, line, description, previous balance, paid, balance due until all audit requirements have
been met, then destroy.

23 Payroll reports - computer generated ' Retain for three (3) years and
-contains but not limited to: check reconciliation worksheets, until all audit requirements have
manual check register, direct deposit register, payroll register, | been met, then destroy.
time card edit report, weekly dollars analysis report

24 Solid waste delivery slips: tran. number, truck number, tag Retain for three (3) years and
number, payment, signature of driver until all audit requirements have

been met, then destroy.

25 Daily deposit checkout sheets: deposit list, deposit slips, Retain for three (3) years and
adding machine tapes until all audit requirements have

been met, then destroy.

26 Journal entries - computer generated: journal entry support Retain for three (3) years and

listings, debits for G/L, proof sheets, interest accruals, wired
interest

until all audit requirements have
been met, then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /1/4 éé——_

(CONTINUATION SHEET) Page 5 of 3
gzm |  Description Retention

27 Encumbrance journal - computer generated: open purchase Retain for three (3) years and
commitments until all audit requirements have

been met, then destroy. '

28 Accounts receivable register - computer generated: A/R Retain for three (3) years and
invoice register, A/R aging, A/R edit, A/R P.O., open invoices | until all audit requirements have
by department been met, then destroy.

29 Fixed assets, accounts payable: vouchers, expense reports, Retain for five (5) years and
receipts, invoices, purchase orders until all audit requirements have

been fulfilled, then destroy.

30 - A/P cancelled checks Retain for three (3) years and
until all audit requirements have
been met, then destroy.

31 Account analysis Retain for three (3) years and

-contains but not limited to: payroll reconbiliations, analysis of
petty cash, bad debt analysis, summary of interfunds
receivable/payable, loan repayments.

until all audit requirements have
been met, then destroy.
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REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

RECORDS MANAGcMENT OIVISION

SCHEDULE (OGS 550-1) . 7275 WATERLOQ ROAD
‘ L PO BOX 275 - JESSUP. MARYLAND 20734 Page : ot

1. DEPARTMENTIAGENCY 2. DIVISION 3. uNIT
@Féfy//m/ /44/7' "IN . F;V/?/yc(a

CEFINITION - Records Seties - A group of telated records normaily filed and used as 2 unit for referanca as wall as retention and disposidon purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Grenizr7L foies | B syzmey

6. RECORD SERIES DESCRIPTION { Brefly descrite the lypes of information/documents/forms found in the Senies  Include the DufD/OSe or functien of the Senes;

ComsisTs oF, LioA NEF L1} oA TO = P71t )S
(Fers. o n T e ris faspe ) LKLy [
Cﬁegk /7 Fre DV%/ \/ﬂé D=sAR) D,();s’ |
////6177;/7&5 . Bt re mmade /1772 ke,
(Employes) pts striz Bepmreme T Hamted.
B/ et fespsss - WA <FS frerr s, Lovers

—

7. RECORO S s FORMAT(S) 8. RECORD/SERIES UENCE 9. VOLUME /
. Fie Drawer(s)
¥ [ter Size

a Micrefilm Alpnatetical a Microfilm Reel (51
a Computer Tace s
Q Legal Size a Cempuler Tace S Numerical é a Cther(Speily)
o Bsund Book T Floppy Disk a Chronoleg:cal Number g” f 7
O Auco Tage Video Tace T CGeograchical 10. ANNUAL ACCUMULATION

/ z . . Q File Drawer (s)
Curer (Spectly) // X / i G Microlilm Reel (s}

Cther {Soeciiy)

[a]

G Comcuter Tape!s)
Q Other (Speciy)

el Numger

11. FILEIS US 12. FILE BECOMES INACTIVE AFTER
Daty O Weekly a  Monthly i .

Number

g Month(s) a  Yezr(s)

13 CURRENT L CATION(S) (B!dg Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. speofy agency of office)

a Yes O No

15. ACTESS RESTRICTIONS (If yes. cile law(s) & requiation(s) 16. AUDIT REQUIREMENTS

U Yes 3 No G None a Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (if yes. axciain vﬂ"l|v and 18. RECOMMENDED RETENTION
wimeste any hargware/soitware)

| | Uuse ever=Ll /1/7&5 f 6/517775/1)

19. NAME ANOD TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

3 §50-4 Tepseq /93]
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[RSTRUGTIORS - TYPE ON PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF -GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT OIVISION ’

SCHEDULE (0GS 550-1 7275 WATERLOO ROAD ) :
PO BOX 275 - JESSUP, MARYLAND 20794 Page . ot

L__

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Serlas - A group of related records normally filed and used 23 a unit for rafarence as well as retention and disposifon purposes.
4. RECORD SERIES TITLE " / S. EARLIEST YEAR / LATETEST YEAR
}C;..Xzf:d %éSé’ZS /@2/049/”76 o o
‘ J PGt 1 Cit 17BN T
Compicter— zeteres7as . - |

6. RECORD SERIEJDESCRIPTION ( Bneﬂvécnbe the types of information/documents/forms found in the Senes Include the pu.'p/ose or functien of the Senes;

CoNBUSTS pf= forA-#EF Zone /Tt 7D 2 ClerVERT By
FHecymMi] stad Deprec 7 7oond tS77 IAVETH -

Wi st rments v L e bowss JRIpnsfer=s,

7. RECORQD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

M]/ O File Drawer(s)
O L=ter Size a Micrchilm pnatetical o Microfiim Resel (s

;C?pmer Tace {55
QO Legal Size Q Ccmputer Tzce G Numerical 3 Mher (Specily)
Q E-und Book a0 Floppy Qisk a Chronolog:cal Number W— / 7;

Q Audio Tape Q Video Tage T CGeograchical 10. ANNUAL ACCUMULATION

) by . - a File Drawer (<)
J?\'.((Specdy) a Cther {Spectivy O Microfilm Ree! (s!

0 Computer Taoels)

Dﬁp}/‘ a Other (Specily)

e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
M O Weekly 3 Monthly i G Month(s) a  Year(s)
’ Number . '
13. CURRENT LQCATION(S) (BIdg.. Fjoor, Room) : 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
] a Yes . o No

15. ACCESS RESTRICTIONS (If yes. cite law(s} 2 reguiation(s) 16. AUDIT REQUIREMENTS

U Yes g No a None a Slate a Fegeral O Independent

17. IS AH INDEX SYSTEM USED? (If yes. exciain cnefly and 18. RECOMMENDED RETENTION
wmrioe any hargware/software) : —————— o ————————

(/ . | ‘
v ’( . Retain for § years and until all audit requirements |

'

. have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

£33 850-4 Fepsed 1/93) : ] o F e




INSTRUGIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOQO ROAD
PO BOX 275 - JESSUP. MARYLAND 20724

AGENCY RECORDS INVENJORY

‘Page of

1. DE’PARTMENTIAGENCY

foerSioms”

2. DIVISION

SNz

3. UNIT

Jor i e

AEFINIT!ON - Records Serles - A group of related records normally filed and used a3 a unit for raference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

Mt i D Syt 1128 ClTEDT

.5. EARLIEST YEAR / LATETEST YEAR

D

Check Copffes

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the types of information/documents/forms found in the Series Inctgc’e ihe pu:p%se or funclicn-of the

Cotrteans, brr i diiied To : CortipIcsias o
Depos)7; miAferess fi7 n/euTééee%;»
Furchiwse é’é’eef’ SEfFe Meep vy i
L2517 oy, Dealifp7ion) ; CD - toffapotden,

; ’/V/? /9 <T

D)2/ /7 /e

7. RECORD SERIES FORMAT(S)

Q Lwter Size a Miceeilm

O Legal Size a Cemputer Tzce
Q Ecund Book a Fioppy Disk
Q Awco Tape O Video Tace

Q Ctrer (Speciy)

8. RECORD SER!

Alpnateticat

Numernical

0

[a]

Chronolog:cal

4]

CGeograohicat

a Cther (Specivy __«

9. VOLUME /
Fie Orawer(s)

a Mwcrofitm Reel (51
O Computer Tace s!
/ ; G Cthet (Specily)

7

rkv L,‘1

At T

Number
10. ANNUAL ACCUMULATION
Q File Orawer ()
Microfilm Ree! (s}

el
IS THZ

Comguter Tape(s)

a
=]
Q Other (Specily)

PRl Number
11. FILE IS USED ’ 12, FILE BECOMES INACTIVE AFTER
Dardy g Weekly a  Monthly g Monih(s) O Year(s)
Number
13. CURRENT LQCATION(S) (Bldg., flogr, Room . 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)
&t )~ 25 ey |
) i ) a Yes o No
7’7&’-,@ D
"4
15. ACCESS RESTRICTIONS (if yes. cite law(s} & requiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 WNo a None a Slate O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? i/ yes. exciain cnefly and
wimrpe any hargware/software) ‘

18. RECOMMENDED RETENTION

720 For LiFE 5 D

‘25

o

Dles 8 sezrs /%cd&/x)/jz_/%// 7

19. NAME AND TITLE OF PREPARER

Rea) & vren?= frove

20./TELEPHONE NUMBER

S

C3S 350-4 Tepsea 1493)

w{p‘///eé/.




I S S e L
W - uu OR BRINTA SEPARATE ronu ron EACH NEW bEPAmfmsm OF GEHERAL LERMVICES AGERCY BECOUDS wivENTOnyY ;
AEVILEO '!(‘.Oﬁﬂ BKRIBU ; IORWARO mm RECOROS REYEN"ON i‘i; RECbRO MANAGEMENT OIVISIOH K :
.‘nacwl muso hioteE I 7,i‘ . . é & ] 115 vatenio0 roao !
BN : L 3‘3 o g 4]l -PO. a X 275 - JESSUP. MARYLAND 2079¢ Page el 00 ,

: L i : . , |
1. osmmenmceucv i f 1 uNT

/794%/

[Fnenee

/OEFINITION .

Ric&udi Serles - A group of related u:ofdt névmnlly fited and veed 33 3 unit-for rofarence 24

wall as relantion snd dlapositdnon putposes,

. Recoro. stmzs

5%4/74 %74%

IITLE

Dpcu/%:wf

5. CARLIEST YEAR ! LATETEST YEAR

u

LISt Seviersiras - STk A
Deppa/ 7 %dwkﬁ%fﬁSZa - LA~ ers -
D/%/

,; .
& RECORD(SERIES DESCR'P“ON { Briefly descute the tyces of mfovmaluonldocumenls/lo«ms found n the Senes  Include the purpase of functicn of the Cenes!

CD/V%'C?‘//V;; Lu T AL TS T D C‘V/’/@pu/

/ ; //W_/_’“ 7"/;7%99/*/ =

éﬂ)ce—'

7

ORMAl’(Sl

a Merefilm

8. REQORO SERIES SETUENCE
- iphnt:elwm .

'

0 Legal Size O Zompulet Tzcé S Numencal

Q @xund Book . o Floppy Disk ] ’ 0 Chronglogcat
0 Audo Tape G Video Tace a. éecq’anhx:.".l
O Other (Soecdyl ‘ O Other (Sprcity)

VOLUNME
e Depveefs)
ISR T fleet 10y

Contpegter Tora {50

3

Cmer (Zpratey

Huml)"r C',b{, F;’,_

19, AHNUAL !\r( unuLATION
0 File Draveer (%)
0 Ao fieat ()
1 Computet Tapefs)
0 Other {Seenfy) '

o o, Humbet
. FLEIS UsED~ . 12.. FILE BECOMES (NACTIVE AFTER \
: Daty - O Weekly 9 Monthly R 0 Monh{s) o Yea(s)

Number

\J CURRENT LOCATION(S] Bl

. Floor,

}4‘

14,

IS RECORD SERIES OUPLICATED ELSEWHERE?

(Il yes. specily ayaney o ofhon)

o Yes o He
15. ACCESS Resmlcnons u‘t yes.cite taw(s] 8 reguation(s) ' | 16, AUDIT REQUIREMENTS
¢ Yes . a :No o Noﬂ'e o Siale O Fedoral 0 Independent

[

!

17, 1S &1l INDEX SYSTEM USED? (I yes. exoiam cuelly ang

18" RECOMMENDED RETENTION

i’

i

e ce any hnronarelsonware) ) i Yo B
3 ,,; : B/w/ : Retain for 3 years and until all audit requirements
TR i ' have been fulfilled, then destroy.
15, HAUE AND TITLE OF PREPARER ;

2«

Y

£r;$ 8%

i Papyed i3




N T I R e ""Ll'” .

t .-dti g O 5mm A SEPARATE FORM FOR EACH NEW EPARTMENT OF GENERAL SERVICES AGENCY RECONDS IvENIORY :
oD BERIES | FOAWARD WITH RECOROS amuuou ! 1 RECORDS MANAGEMENT DIVISION ‘
ad 88a-1p |, i ey e {1 aars wareatoo oo :
§,§-‘§'~_‘;)" R b B ; PO, BOK 218 - JESSUP, MARYLAND 20794 Page _____ .. O

2, omsion 3. uun

[
1Yy

-~

Y

Fomssnics.

OEFM“‘ON . Riééi“ Serles - A grouj of reliled "cdl.dl n‘OImllly filed and used 23 3 unit for rafarance as well a1 retention and dlaposion purposes,

-
oy
n

)

‘ VREcbnoikmEEs fm.e &‘ z:?,;/; é. F7

5. FARLIESY YEAR T LATETEST YEAR

R - B

RECORD SERIES DESCR!PHON ( Briefly déscrbe the lypes of information/documentsforms found in lhc Seuns _Inglude ihe purpoasg of functicn al the Conesy

Cﬁ/o%’%//(fé boldT A, /%/f:é/ == |

er%/f/cm‘&s Cheak copies ; IRS Keceprs: |

Lf-p//%s & e S 6477—; & OA)J / Ssyess
épﬂsw/ﬁ%ﬁ/‘ ==

T

1//4;’7 w/

s

- Sifes Tex X eempri

7. RECORD SERIES FORMAT(S)
vier 8120

a Merofilm

0 Lejal Size 0 Compuler Tzce
t

0 @wund Book ¢ O Floppy Oisk
. . ‘
o Audo Tage O Video Tace

© Otiar {Specdy) :

Co

8. RECORD SERIES GEC CE
Iphateticny

! o}

o}

8]

=]

i

Numernical
Chronolog-cal

éeoqraohncal

dlher (Spccn‘v';

i

{

9. VOLULE

Ho Maver(s)
1 Mot Pleel 9y

O Computer Tage {50

/ /'2_:1 Chet (Gresely)
Cle- F

10.- AHNUAL ACCUNMULATION
0 Fite Qraveer (2)
0 Mctohlm Roet (5)
0 Camguier Taoels)
a Other (Spacfy)

Humber

Number

il. Fiteis useo

i

o Daty = : 6 Weekty 0 g’!'uo'mhly
b

12.. FILE BECOMES IHACTIVE AFTER
{

Number

0

Month(s) o Year(s)

11. CURRE'" ldCAﬂON 'OOI :
City /°

14, IS RECORD SERIES OUPLICATED ELSEWHERE?

Yes

(Il yes. specily agancy cr office)

¢ oves . . : o ‘No

st

(8] 1 HNo
1s. Ac"cssé iie‘smitrions (f yes. cite law(s) § reguration(s) * | 16. . AUDIT REQUIREMENTS
o] Naﬁe o Stale 0 Feaaral 0 Indapendent

¥7. 18 AN INDEX SYSTEM Ussm {If yes. expigin onefly and

e srbg Any harcaavelsonwave) /
Mo

[ i
T Y
i

’

|'a 1 RECOMMENDED RETENTION

lfse Gener=aL- Fide /%712/7554’

1. NAUC AND TITLE OF PREPARER

¢

26. TELEPHONE NUMBER

21. DATE

Bi8 480.4 waniid 190)
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REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDIRE oGS 350-H 7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1.

OEPARTMENT/AGENCY 2. DIVISION 3. UNIT

—-—y,

%efrb%z(/,c) z%/‘f/k? - oo =

DErlNITlON Records Saeries - A group of related records normaily filed and used as 2 unit for referenca as

wall as rotention and disposiion purposes.
4. RECORD SERIES TITLE S. EARLIEST YEAR / LATETEST YEAR
6.

RECORD SERIES DESCRIPTION ( Bnefly descrite he types of information/documentssforms found in the Senes  Inciude the DU-DBSE or functien of the Senes;

L oNFBINS) bte T 2 272ppt))ed 75 - Py, /%6/07_5@

Bowd Feg15trr Corf’ PR
s Sh e G Tt L& Imprepements

Bowds ; Bowd ordiwpnee > > SUMMIR T o~

»

T

Rel/ez/r////zzj FEXPENVSES 1 L Jpsivy /7’7%/@ e
Efec. %

7. RECORQ,BERIES FORMAT(S) 8. RECORD SERIE CQUENCE 9. VOLUME /
. ’ Fie Drawer(s)
Leter Size Q Micrehilm Alcnateticar O Microfdm Reel (i
- g Computer Tace is!
C Legal Size Qo Computer Tzce G Numencal G Ciner (Specity)
Q 8.und Baok aQ Floppy Oisk a Chronoleg:cat Number
O Auco Tage a Video Tac;‘ O CGeograohical 10. ANNUAL ACCUMULATION
. Q File Diawer ()
a Cther (Specily) O Clher {Soectivy O Microfilm Ree! (s}
. o Comcuter Tape!s)
Qa Qther (Specify)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Qo Daly o Weekiy a  Monthly =} Month(s) Q Yezar(s)
Number
13. CURRENT LQCATION(S) (Bldg, Floor, Room) - 14, 1S RECORD SERIES OUPLICATED ELSEWHERE? (Il yes. specily agency or olfice)
a  Yes a No
15. ACCZSS RESTRICTIONS (i yes. cite law(s} & regquiation(s) 16. AUDIT REQUIREMENTS
o Yes S Ne Q Nane a  Siate O Feoeral O Independent
17. IS AN INDEX SYSTEM USED? i yes. axciain cneily ana RECOMMENDED RETENTIONW& /p’,— 29 %45
weenne any hargware/software) '
s sas 7/.-10/ W J %
19,

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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)12 134




REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDWLE (OGS 550-1)

=P I R A At

RECORDS MANAG:MENT QIVISION

- AL O AL iV ey Cow i T

7275 WATERLOQ ROAD ]
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENT/AGENCY

Y e,

DIVISION

g,

3. UNIT

/DEFINITION - Racords Serles - A group of related records nor

mally filad and used as a2 unit for refarenca as wall as retentdon and disposition purposes.

4. RECORD SERIES TITLE

B Koo pniisrdosssses

5. EARLIEST YEAR / LATETEST YEAR

Covtapnrs, bir7 A5/~

Lk é/zeé%wf

6. RECORD SERIES DESCRIPTION { 8nefly descrite the tyges of mlormauon/dacumemsﬂorms foung in the Seres

Include ihe pu.pose ar functien of the Senes)

el Jo = (Comgpir~

=4
&46/%5«#’/@; £y 472 /y;// ~ T heyion T /‘%ﬁﬁz&dg

F K 55667— MMW
B ont) 2 5772 9/()[59/77/&”%2/'* 75/%3/‘57“)

7. RECORO SERIES FORMAT(S)
Laster Size Q \Micrehim

C Llegal Size o Ccmpuler Tzce

0 Bzund Book a Floppy Oisk

a Auzo T Q Video Tace
V4
trer (Speciy)

8. RECORD SERIES SEQUENCE

i

9. VOLUME /
File Orawer(s)

g Microfdm Resl (51
a Computer Tace s
Cthert (Speciy

Clf. ﬂ" 7.

Numerical
G Chronolegical Number

3 Ceograghica 10. ANNUAL ACCUMULATION

Q File Drawer (<)

O Microfilm Ree! (5}
G Comcuter Tape!s)
a

Other {Sgeciy)

g Cther (Speciiv)

Number

i

11. FILE IS USED

a Oaily o Weekly 3 Monthly

Number

12. FiLE BECOMES INACTIVE AFTER

c Month(s) a  Year(s)

14,18

13. CURRENT LOCATIQN(S) (Bidg., Fioar, Room .
c;/';/Z s LS For—

oM f/ per—

RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)

o  Yes o No

15. ACCESS RESTRICTIONS (if yes. cite faw(s) & reguiation(s)

L Yes S Neo [s]

16. AUDIT REQUIREMENTS

Nane a Slate O Fegerai G Indspendent

17. IS AR INDEX SYSTEM USED? il yes. exciain crefly ang
wmente any hargware/soitware)

,; _%Wm 'k /4”(//77;@

Afm/ ey D ;ﬁﬁ"oz/

3 (= /%d
VSIS

19. NAME AND TITLE QF PREPARER

20. TELEPHONE NUMBER 21. OATE
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AEVISED RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEDWLE (OGS 550-1)

it P P R R T

RECORDS MANAGEMENT OIVISION
7275 WATERLOQ ROAD
PQ BOX 275 - JE3SUP. MARYLAND 20794

N

At AN ey Qe R T

‘Page of

1. DEPARTMENT/AGENCY

2. DIVISION

Slpyinz

3. UNIT

o iumece

OEFINITION - Records Serfes - A group of related records normally filed and used as a unit for refarence as

wall as retention and disposiion purposes.

4. RECOROD SERIES TITLE

CopiTaL MpPravemedls /54

S. EARLIEST YEAR / LATETEST YEAR

/98 T Citr 78—

LIl vg 2~

&=

-
-

6. RECORD SERIES DESCRIPTION ( Brefly descrite the types of information/dccumentsiforms found in the Sertes  Include ihe ou:p@se of functicry of the Series)

Confappis bote7 b7 o)l

_ C1Pr Riopalery heporls;
COrrEspondevce ; Fphy frhe opC
AP OvE 1700/ 7 178 Jer TS

#@Aﬁ/f////ﬁfryé

d

7. RECORO SER RMAT(S)
Leter Size

C Legal Swze

Micreilm

Cemputer Tzce

8. RECORD SERIES SECUENCE

a Alpnatelt

Numencal

9. VOLUME /
Fie Orawer(s)

a Microfilm Reef (s}
O Comgputer Tace st

2 a Cther (Speily)

r—

Q Bcund Book a Fioppy Qisk a Chronologicat Number % Wv
Q Auco Tape O Video Tage O Geograshical 10. ANNUAL ACCUMULATION .
O File Orawer (<)
G Ctrer {Specily) a Cther (Speciv) a Mcrofilm Ree! (s
Q Comcuter Tace!ls)
C Other (Specify)
el Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily g Weekly a  Monthly ] Month(s}) Q Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Roam) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)

20. TELEPHONE NUMBER

&}WWn—ff O Yes o No

15. ACCZSS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS
U es 3 Ne a None a Slate O Fegeral g  Indzpendent

17. IS AN INDEX SYSTEM USED? If yes, exciain cnefly ana 18. RECOMMENDED RETENTION
w=ese any hargware/software) ’ , ;F- é W;&
‘s MO’——_——’\ l/é‘é %MW /

19. NAME AND TITLE OF PREPARER

21. DATE
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REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION HECORDS MANAGEMENT OMISION

SCHEDULE (DGS 550-1)

7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT .

%5/37/‘5/4%) A ries | e

OErlNlTION Records Serles - A group of related records normaily filed and used a3 1 unit for referencs as well as retention and disposition purposes.

4. RECORD SERIES TITLE

) S. EARLIEST YEAR I-LATETEST YEAR
(rerersL. /—C;/eé ~ P LitrTEe T

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of informalion/documentsifarms found in the Seftes  Inciude ihe pu.pcse or !uncncn of the Senes)

CONFPINS, boteT A2 100/ 7 T D = DI ST 4
F//jf’/?”/' IWIESIHAE A Deéf //%
Bk Wyreermeors épmﬁspm) Zo
SFF’ (I 6&//6’/7/&5 /% - L/A;;éjé/%&é

reperrtiy C/PIM forievs - MoodyS BEHAG
/4?5 ] ries] e o Jis /ﬁ)/é/’*\)

/
7, .
7. RECORG{ FORMAT(S)/ 8. RECORD SERIES 9. VOLUME /
. “rile Drawer(s)
wter Size Q Micrciim Algnaceticai

O Microfilm Reel (51
.. a Comgputer Tace st

C Legat Size Q Cemputer Tzce 3G Numettcat 2 a Cther {Specity) -
Q Brund Book aQ Floppy Qisk a Chrono!ég:cat Number c [/ ” F7:-

o

g Auco Tac O Video.Tace Geograohicat 10. ANNUAL ACCUMULATION
/ _ - O File Drawer (<)
et (Speciy) O Clher {Soectiv) Microfim Ree! (s}

=]
o Comcuter Tace!ls)
O Otngr ({Seeciy)

el Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Caiy O Weekly 3 Monthly i a  Month(s) Qo Year(s)
Number
13, CURPE%CM’ION(S) (Bidg., Floor, Roam) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
# / a  Yes o No

15. ACCZSS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUOIT REQUIREMENTS

o Yes 3 WNe o None a Slate O Fegeral T Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain cnefly ang 18. RECOMMENDED RETENTION
weeste any hargware/soitware) ’

. . e | UsC ;%A/g/zrzé /% }éé%éﬂ‘/fz;/l/

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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REVISED RECbRD SERIES FORWARD WITH RECGRD‘S RETENYIE)N RECORDS MANAG:MENY OIVISION

SCHEDULE (DGS 550-1

. 7215 WATERLOO ROAQ
PO 80X 275 - JESSUP. MARYLAND 20794 Page . Qf

1. DEPARTMENTIAGENCY 2. DIVISION

3. UNIT

SRINIRD =

"DEFINITION - Records Sarias - A group of reiated records normaily filed and used as z unit for referenca as wall as retenton and disposiion purposes.

4. RECORD SERIES TITLE S. EARLIEST YEAR ! LATETEST YEAR

A prmnt Maf/ P 7= 178 Listren7—

§. RECQORD SERIES OESCRIPTION { 8refly desé{(he types of mformanenldccumems/(ozms found 1n the Senies Include the nu.pose of functien of the Senes)

Finil Budget Reparits

7. RECORO S FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

. , O File Qrawer(s)
Lwter Size a Micreilm QO Algnatetic2 Microfilm Resl (s)

cc er Tace hé’
C Lezal Size a Ccmpuler “zge S Numencal 3 E’/Cl‘::‘f% iy W&S

C E-und Book - a Floppy Disk Q Chronolog:cal Number GMI I" 7
Q Auco Tape Q@ Video Tace T Geograchica 10. ANNUAL ACCUMULATION
. . Q File Orawer (g)
O Clher (Spectly) a Cther (Specty) O Mucrofilm Ree! (s}
O Comculer Tape!s)
a Other (Specidy)
o Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Q Daily a  Weskly a  Monthly i o Month(s) a  Year(s)
Number
13. CURRENT L CATIO S) (8 dg.. loor Room 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes,‘soecxfy agency or olfice)
: Dr\
g Yes g No

00 r—

15. ACCZSS RESTRICTIONS (If yes. cite law(s} % reguiation(s) 16. AUDIT REQUIREMENTS

LU fes 3 No o None a Slate O Fegeral 0 Ind2pendent

7. |s‘ ’u :io:: ::”Ea}:l :::ND;E (I yes. excia ansiy ang RECOMMENDED RETENTIOQPgPMgA/e /V/’ 7 ﬁy 4/6 L —
s “Pe)/DCZ/CJ// 7o The M. Stpie
LHRCH ) S

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER ral

‘28 c o

. DATE
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REVISED RECORD SEAIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEOULE OGS 550-1) 7275 WATERLCQO ROAD

PQ BOX 275 - JESSUP. MARYLAND 20794 Page . of

{. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

Ty SN | przpe

/DEFINITION - Racords Series - A group of related records normally filed and used as 2 unit for refarenca as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE S. EARLIEST YEAR / LATETEST YEAR

W/f" = /07‘ < | /@OQM@’;@W ‘

§. RECORD SERIES DESCRIPTION { Briefly descnte the lypes of informalion/documentsrtorms found in the Senies  include the pu:p/ose or functien of the Seness )

NN

CopfEIns, b7 Aed Zotrjed 70 = /7/?//7 Y
TRINESFEr L. 4 Shec/=S = L o9 # D %7/@),

%77@,/;/”77 N Tl OF 7/7”/;’7%5/:‘@/‘* A
Korsov; £ ’

7. RECORO SERIE RMAT(S) 8. RECORO SERIES SEQUENCE 9. VOLUME /
/_q File Drawer(s)
wler Size

aQ \Micrefiim Q Alpnhagetical a Microflm Reet (s)

o Cg er Tace ;sg g
]
C Legal Size a Ccmputer Tzce W m:ﬂ;e:ﬁ‘/l __y:ﬁn’
Q Bzund Book O Fiogpy Disk G Chronolog:cal Number C;L/{ l:: 7 -

a Auco Tape o Video Tage T Ceographicat 10. ANNUAL ACCUMULATION _
. - O Fie Orawer ()
QCher (Specify} . o Cther (Speciiv) G Microhilm Res! (s}
O Comcuter Tape(s)
;D % QO Other (Speciy)
s Numter

=
[d

FILE BECOMES INACTIVE AFTER

11. FILE IS USED

a@” Daiy o Weekly J  Monthly i ] Month(s} [s] Year(s)

Number
13. CURRENT LOCATION(S} (Bldg..,Floor, Room :
CHYY HIH — 71/#/%9"“ o o

15. ACCZESS RESTRICTIONS (if yes. cile law(s} % regquiation(s)

—

4, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

e

6. AUDIT REQUIREMENTS

o Yes o WNo O None o Siate 0O Fegeral C indspendent
17. IS AN INDEX SYSTEM USED? (if yes. exciain cnefly and 18. RECOMMENDED RETENTION
wmospe any hargware/soitware) ’ .
. ‘ |
13 ‘ag b Ylo . . . . !
) _ Retain for 3 years and until all audit requirements |
]
~have been fulfilled, then destroy. ’
19. NAME AND TITLE OF PREPARER i |
. o . ;
L | }
. i |
C633 §80.4 Tepsed 1/93) . L L L e __J




S A TS N T ST A ST .
’ {11 j & 11PE on PRINT A SEPARATE FORM ron EACH NEW DEPARTMENT OF GENERAL SERVINES AGENCY RECONDS nivENIORY o
EVisEo n!collo !Emu ronwmo WITH n:conos RETENTION : +..RECORDS MAMAGEMENT DIVISION !
“"“‘M “’G’ '” i l ' o | "!‘ U218 WATERLGO ROAD e e
, ,. I ‘ | : K PO sox 205 . JESSUP MARYLAHD 70724 CoPae e ™ \
H | ! . i
‘| 1. oepantmentiacency : 2. DIvVIsioN 3 UHI
. o 1 - Fo
/7Z e = 7%//1/ ‘ 4J/'7’/AZ' : NI
OEFINIIION  Records Serles - A group ol telated records nomully filed and vsed 23 3 unil for cofarance 23 wall ae ratanton znd dispasilion purpoyes,
4. RECORD ssmgs uug 5. EARUEST YEAR J LATETEST YEAR
“TIme Correds ey
C. RECORD SERIES UESCR!PIION { Briefly descnbe the lypes of mfolmanonldocumenls/lorms found i the Senes  Include the putpose of funciicn of the Tanes)
: [ |
; , ' ,
' i
. ‘ | .
1 B {
. . : ) t i :
¥ S R P ! C i i
' P . ;
b . ot . ]
| ) . ' §
’ ¢ . t : [ ' !
L ; L !
N ’ ;
.l 1. Recoro SERiES r‘ommsn 8. RECORD SERIES SEQUENCE 9. VOLUME
" - L 1 V\"f'(«wr( )
b Leter ll" . @ Merolim . S @ Alphatetest 37 0 \ierafdm Nesl (0
. . / © Compater Taca 5!
6 Legai Sié . O Compuier Tece i pBmencat @ o Cther (Speztyd _
i
) A N P ‘ - .
0 @wund Bock O Fioppy Oisk * ' © 0 Chronologcal Humber &L/, IC 7
! , 1
o Auwdo Tape O Video Tage O Geographicl 10. ANHUAL ACCUMULATION
: i 0 Fite DQraver (<)
ot isbécﬂyl ! ' O Other (Specay) O Ahctabim fBeet {5)
. . . € Computrer Tana(s)
? '#%/6 O Qiher (Spezty)
. L _,l,r , ‘ Humber
. Feeisuseo ¢ ' S 13. FILE BECOMES INACTIVE AFTER
. { . .
aly © O Weekly 0 Monthly — 0 Menih(s) o Yemfs)
o . ) . Number .
13 CURPENT LOCMION(S) (Bldg , Floor, Room) / 14, 1S RECORD SERIES NUPLICATED ELSEWNHEREY (i yes. specily ananey o effioe)
o2~
o fes N a to
15. ACCESS RESTRICTIONS (It yes. cite taw(s} & reguiation(s) 16. AUDIT REQUIREMENTS
¢ Yes a . No 0 None o Siate 0 Fegeral 0 Independent
L ) : ]
11, 15 &1 INDEX SYSTEM USED? (I yes. exoiam onefly ang | 18." RECOMMENDED REFENTION Ee’_/z 'k /—— 3 I
. wmste any hardaare/sofiware) / ‘,
i ey o /y @7// /
19, NAUE AND TITLE OF PREPARER : 20.: TELEPHOME NUMBER 21. OATE
068 $20.4 Papréd 19N i
) ? '




Togres

itA semme ronu QR EACH NEW

cq ey

-

o

Number

is o dEPAR‘lMENT Of GEHERAL GERVIGES AGEHCTY RECOADT 1IVENIORY
JAEViSEO RECORD SERES | roawmo WITH RECOROS RETENTION } §i |RECORDS MANAGEMENT DIVISION!
‘Sg?mt ‘“;’ Slﬁ‘ﬂ W 1 ' i Tk v i f | “;, i ; 1718 WATENLOO ROAD
1 RSN b NI i o PO, BOX 215 - JESSP MARYLANID. 30721 Page i
¢ 5 L 2 }L‘ i ; A : . N ' _—
i) - : I S r T
3 /iéo[mnmemh\cencv : o 1w
‘ AEFINI"ON Rocwd’ Serles - A group of relatad records normally fi filod and vaed 21 3 unit for rafaronce an wiall 2 relsnton sud (tlag nll‘nn purpores.
A, RECORD SERIES TITLE _‘ 5. FARLIEST YEAR S LATEYCST YEAR
- f/?—/(iaf//ed f 727754 é’éfa/@ /72,% CUITERT
(3 RECORO;SEO:'U'ES DESCRIPYION ( Briefly descrte (he lypes of irloimation/documentsiorms found i the Genes  laclude the pupase o functen of the " e
. i .
)
4
t
i
i
g 3 i . l ;
o 4 ;
K [ o ‘f'\‘ -, . !
! !
; i
1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
‘ ; oo o ) T Deaveer(s) '
o (vier Bize O Merehim O Alphatetiem ; ? ; !n Lerettm Meel (0 b
] : : . 1 Campuler Tace Is: '
O legat Sge’ i O Computer Tece ' Gmencat 0 Ciher (Spazily) S
J 0 B:und Booit O Floppy Disk 1 o ¢hrmologzcal ~~Hum_b"r B a% FZ-L_-
o Awlo m,, g © @ Video Tacs "0 Geograchical 10. ANNUAL ACCUMULATION
' « Fite Qravier ()
Dﬂ((Specdyl c ! Q Other {Speciv) 0 Micichim finet (53
. - ; - - 0 Camgmter Tace(s)
= ; Cher )k pO8 e —
AR SR ' v — :
B L e, ) Humber
1. FwLeis UseD . ‘ Co 12, FILE BECOMES INACTIVE AFTER
. - ! Y '
O’UW/’ 0 Weekly 0 Monthly o O Monh{z) a  Yex(s)

13 CURRENT LOCATION(S) (Bldg Floor,

//——

Roo

14, 1S RECORD SERIES DUPLICATED ELSEWIIERE?

a  Yes

1 yrs. specily 17')':”!.1‘)‘ e elfice)

[ I Y}
15. ACCESS ne'smlcnmts‘ {it yés. cite tawis) 8 :‘egmaﬁon(s)' 16. AUDIT REQUIREMENTS
& Yes a No o Mone o Stain 1 Feamal 0 Indepenrlent

1

17. 1S A INDEX SYSTEM USED? (Il yes. expram oneﬂy ano
w=erte Any hardwaielsciware)

18. RECOMMENDED RETENTION

— T T
\

’ o TTTTTT T
G o . Retain for 3 years and until all audit requirements
- ' have been fulfilled, then destroy.
19. NAWE AND TITLE OF PREPARER
0138 4804 Pasred 193 .
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INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDWLE (OGS 550-1) 7215 WATERLOQ ROAD ‘
PO BOX 275 - JESSUP. MARYLAND 20794 Page - or

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

e Y7 e

/DEFINITION - Records Series - A group of related records normally filed and used as a unit for refarence as wall as rotention and disposifon purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Vo e K%A /4,/\;77;)} /943 1 CUrFEAIF—

6. RECORD SERIES DESCRIPTION ( Buefly descnte the types of informalion/documents/forms {ound in the Senes _ Include ihe pu.'p/ose or functicn of the Senes)

Compuie— 76/Vfrz/g3¢ LV oure e B)7T el Lis) S
BrteiF o/ veue b2 ) 1ay olie /‘(7;;[
Ve~ B N/ DIFTE/ MO 5/
oL, Becoungy suee Zocom’].

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

. O File Drawer(s)
O Lu~ter Size a Mictehim O Alpnatelicat O Microfilm Rest (s)

_ /N/——' Wuler Tace {s!
O legal Size a Ccmputer Tzce g~ Numencal é het (50‘-‘5#‘/)‘5 -

a Bzund Baok o Floppy Oisk C Chronolog:eal Number C,/// » P; oy
k

a Auto Tape a Video Tage O Geograohical 10. ANNUAL ACCUMULATION

; /J ) . Q File Drawer (<) .
her (Specify) ZZ X Z _‘Z ’ O Cther {Speciiv) a ghcro!ilm Firee! ('s:) .
Q Comguter Tacels
Btz Wb/bﬁ— = S

o Number
11. FILE IS USED ' ' 12. FILE BECOMES INACTIVE AFTER
Daily 0 Weekly 3 Monthly i . G Month(s} o Year(s)
Number i
13. CURRENT LQCATION(S) (B!dg., Floor, Raom) : 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
/ ;/ — 77 o o Yes , o No
L=/ e~
15. ACCESS RESTRICTIONS (If yes. cite law{s) & reguiation(s) 16. AUOIT REQUIREMENTS
L Yes g WNo G None a State a Fegeral O Independent
17. IS AN INDEX SYSTEM USED? (f yes. exciain cnieily and 18. RECOMMENDED RETENTION
@=c0e any hargwarel/soflware) ’ Ve -
e a/w - Retain for 3 years and until all audit requirements
’ ' . have been fulfilled, then destroy.

19. NAWE ANO TITLE OF PREPARER 20.
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REVISED RECORD SERIES
SCHEQULE (OGS 550-1)

INSTRUGIHKINS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARQ WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 ~

AGENCY RECORDS IMVENJCORY

‘Page . of

1. DEPARTMENTIAGENCY

/z%f/ﬁ[///

2. DIVISION

)

3. UNIT o

sz r e

/EFINIT!ON Records Series - A group of related records normally filed and used as a unit for reference as

wall as retention and dispasiion purposes.

4. RECORD SERIES TITLE

P& cheek Sk a

5. EARLIEST YEAR / LATETEST YEAR

/? w CUTrIENT

corqputer—
Jourw el

6. RECORD SERIES DESCRIPTION ( Buefly descnte the lypes of informalion/documents/forms found in the Series

7@/3/‘

v
Include the puipose or funclicn of the Senes)

/é/fé/y‘ D) sSBit=eE0]

7. RECORD SERIES FORMAT(S)

O Le~ter Size Q Micrehim

O Lezal Size a Ccmpuler Tzce

O B-und Book O Fiogpy Disk

Q Auwcio Tage Qa Video Tace
/ “”
\rer (Specify) /2

8. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Drawer(s)
g Microfitm Reel sy
acC 2r Tace is?

Ciner (Specily)
ZJ// )ﬁj g

10. ANNUAL ACCUMULATION
O File Drawer (s)
G Mcrafilm Reet (s}
O Comcuter Tape!s)
O Other (Specily)

a AiDhaCE"CBI
r/m/

o Chronolog:ca!

/2

Number

O Ceograohical

o Ciher {Speciv)

Dpte

Number

1.

FILE IS USED
lb/’.,ally/ O  Weskly a Monthly

12. FILE BECOMES INACTIVE AFTER

c  Month(s) Q  Year(s)

Number

13 CURPENT L;CAT!ON(S) (Bldg., Fioar, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or olfice)

a Yes ' ., o No

15. ACCESS RESTRICTIONS {If yes. cile law(s} % requiation(s)

U Yes : g nNo

16. AUDIT REQUIREMENTS

.-

C None a Slate a Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (i yes. exciain cnefly and
aeste any hargware/software) )

o ‘a3 ) /flo

18. RECOMMENDED RETENTION

. - ——— e — S

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

C6S 5504 Tepsed 1931




INSTRUGTKONS -- TYPE Ol PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS IMVENJORY

7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20784

Page . Qof

1.

-

DEPARTMENTIAGENCY

2o 2

2. DIVISION

a—

3. UNIT

e

CEFINITION - Racords Series - A graup of telated recards normally filed and used as a1 unit for raference as

well a8 ratention and disposiion purpases.

4. RECORD SERIES TITLE

Fé He Cost! Diis b rsemedds

S. EARLIEST YEAR / LATETEST YEAR

)5 LY TERTT

EMploye= fe:
erse fe

EX

Tpes;

6. RECORD SERIES D/ESCRIPTION ( Buefly descrite the types of information/documents/forms found in the Sertes  Include ihe ou.-pf:se or funclicn of the Senes)

Casp feee IS
o) S ; /42&//)&77 VY 2

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME /
Fide Orawet(s)

C638 S804 Tmpsed 1/93)

O Letder Size a Micreiim Q Alpnateticas O Microfilm Reel (s}
2// O Computer Tace is!
0O \egat Size Qo Ccmputer Tzce umercal 2 O Clher{Specsty)
Q Bcund Bock G Floppy Oisk G Chronolog:cal Number W v / ; P
0 Audo Tape Q Video Tace T Geograohicat 10. ANNUAL ACCUMULATION
O File Orawer (<}
et (Specily) a Cther (SDec!iV] O Microfilm Ree! (s}
. o Comcuter Tapels)
(D# a Other (Specify)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Datly S Weekly a  Monthly g Month(s) a  Year(s)
Number
13. CURRENT LOCATIQN(S) (Bidg., Floor, Room . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)
C) )/ ST 7P .
o Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regusation(s) 16. AUDIT REQUIREMENTS
v Yes 3 WNo g None o State O Fegeral O Independent
17. IS AN INDEX SYSTEM USED? (Il yes. axciain crigily ang 18. RECOMMENDED RETENTION
wesne any hargwarelsoftware) ’ - —- ~
o ras Retain for 3 years and until all audit requirements
have been fulfilled, then destroy. 4 ‘
19. NAME AND TITLE OF PREPARER




INSTRUGTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEOWLE (OGS $50-1) 7275 WATERLOO ROAD _ ’
PO 80X 275 . JESSUP. MARYLAND 20794 Page : of

%ef/:‘s’;éfwn/ JPPpn oz —

T

DEFINITION - Roecords Series - A group of related records normally filed and used 21 a2 unit for reference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Fory Fog= Loperse flereyofs| AR T

6. RECORD SERIES DESCRIPTION ( Bunefly descrite lhevlypes ol information/documents/iforms found in the Sertes  Include ihe pu:pf)se or funclicn of the Senes)

CHl ectzd éyf/ﬁaw’#} F ool 8- G~

Cplyr~<e.

P .
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME g/_-—
. le Drawer(s)
O teter Size o Micreiim QO Alpnatencai \hicrohim Reel {51 -

D .
/ ;j Q Computer Tace js!
O Legal Suze O Zemputer Tzce SATimencal 5 Z a Ctner (Specity)
0 B2und Book G Floppy Qisk o Chronalog:cat Number é[// J ;

]
g Auzio Tape 0 Video Tace O Geograohical 10. ANNUAL ACCUMULATION

- . . . Q File Orawer (<)
?@ecxfy) ‘é - //[] o Cther {Speciv) a Mictofitm Ree! (s!
" - O Comcuter Tape!s)
M%}/ﬁg (DW—& O Other (Specily)

o Number

11. FILE IS USED ' ' 12. FILE BECOMES INACTIVE AFTER
p{ 0 Weeky a  Monthly O Months) O Years]

Number

13. CURRENT LOCATIO

& w//fylﬂ/i”/oph o o
é&f#[f/zzﬁ/‘ |

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or oifice)

L4

15. ACCESS RESTRICTIONS (If yes. cite law{s} & requigh6n(s) 16. AUDIT REQUIREMENTS

U Yes

No . o None a State a Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (i yes. exciain criefly
wenpe any hargware/saitware) )

18. RECOMMENDED RETENTION

T s Retain for 3 years and until all audit requirements ,
have been fulfilled, then destroy. —_—
19, NAME AND TITLE OF PREPARER 2. | '

C638 $50-4 Zepsed 1/93)




INSIRUGIIONS —~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PQ BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page : of

1. DEPARTMENTIAGENCY

Mty =Topn’

3. UNIT

Fonzepe e

OEFINITION - Records Setles - A group of related records normally filed and used as a unit for referenca as

waell as retention and disposiion purposes.

4. RECORD SERIES TITLE

ChHs Haafls

5. EARLIEST YEAR / LATETEST YEAR

JIT D ClrTERSTT

4 ﬁz/fA/ﬁ#/. 7 |

6. RECORD SERIES DESCBIPTION ( Bnefly descrite the lyces of information/documentsiforms found in the, Sertes

CormpusEs /f/%?/zzfc‘a/ DI
Dﬁ%ﬁ/ %‘Cﬂ//ﬂ7 Dt

N VG e r E//f

RS
rrads7

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- O Fie Drawer(s)
D Later Size G Micrciim O Alpnatelic O Microfim Reel (51
/ Wcs i
Q Legal Size o Ccmputer Tzce @ Numencal fiher (Specily)
G Bzund Bock Q Floppy Disk o Chronolog:cal Number CI%, F7_: T
Q Auga T Q Video Tage O Geograohica) 10. ANNUAL ACCUMULATION
i) Q File Orawer (s)
trer (Specidy) /' a Cther (Speciv) O Microfilm Reet (s} -
O Comguter Taoels) L%
i )%[——Q O Other (Specily) s
e Number !
11. FILE IS USED v 12. FILE BECOMES INACTIVE AFTER
Dary O Weekly a Monthly o Month(s) a  Year(s)

Number

13. CURRENT OCATAION(S) (Bidg., Floar, Room) :
/';/?///j;‘:; oD~

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(Il yes. specify agency or office)

/ o Yes 0 No
L 4
15. ACCESS RESTRICTIONS {If yes. cite law(s} & requiation(s) 16. AUDIT REQUIREMENTS
U Yes g No a None a Slate O Fegeral O Independent

7. IS AN INDEX SYSTEM USED? If yes. exciain cnefly and

wmente any hargware/software)
a{

D fes

18. RECOMMENDED RETENTION

Retain for 3 years and until all audit requirements ‘
have been fulfilled, then destroy. )

19. NANE AND TITLE OF PREPARER

20,

Cr38 $80-4 Tepsed 1/93)

R

)




INSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION :
SCHEOWLE (OGS 530-1 7275 WATERLOO ROAD ;
PQ BOX 275 - JESSUP. MARYLAND 20794 Page . of
1. DEPARTMENTIAGENCY 2 mvyu 3. uNIT
7" 4 L e 4

OEFINITION - Records Serlas - A group of related records normally filed and used a3 2 unit for referencae as well as retention and disposiicn purposes.

4. RECORD SERIES TITLE %ﬂyﬁ// }é”&/g//\-ﬁ . S. Z;%ZN}Z;;T/E;;::}T\

6. RECORD SERIES DESCRIPTION ( Brefly descrite the Iypes of information/documentsriorms found in the Senies  Include ihe puipose of functicn of the Senes!
Contn’s, buiT Aot dunided 7o : COMp ergeners,
OIS ;O#y/éé/e_. VoL frers j PEFE
CPrn )0 ng’ LT oAl< - Heoerive /5‘6/9“7757@*?‘“‘ |
SICK- ReBvE ; Competssi7 ory Trme; JFARIaKs

ettt FApne 5

7. RECORD SERIES FORMAT(S) 8. RECORD SEHES SEQUENCE 9. VOLUME /
- C File Drawer(s)

O L~ter Size O Mcreiim Alpnacelicar o Sucrofim Resl (5

0 Compuler Tace {s!
Qa Lejal Size O Ccmpuler Tzce S Numencal a Cther (Specify)
G Bzund Book a Fieppy isk a Chronological Number c%/ F- 7 -

[#]

Geograohicat 10. ANNUAL ACCUMULATION

Q Auzo T QO Video Tace
/ 7/ . P O File Drawer (s}
ther (Specily) QO Cther {Speciiv) O Microfilm Ree! (s

O Computer Taoe!s)
a Other {Specify)

. Number

11. FILE IS US . ' 12. FILE BECOMES INACTIVE AFTER
Daily a Weekly 3 Monthly g Month(s) a  Year(s)

Number

13. CYRRENT LOCATION(S) (BId

Ciby J12))- FHB oo r—

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a  Yes o No

15. ACCESS RESTRICTIONS (if yes. cite law(s} % reguation(s) 16. AUDIT REQUIREMENTS

C Yes 3 wo O None a Slate O Fegeral C Independent

-
7. 1S A1 INDEX iYSTEMeIUSftEm Uf yes. excian oneily ang | 18. RECOMMENDED RETENTION J @f’g//}/%/‘\g ' (ﬁ/’j{%
umenge any hargware/software ; " j . - .
e WAL 179] s 7 7%/ ENTE

£7.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER / 21. DATE

C6S $50-4 Teased 1493)




INSTRUCTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEQULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO 80X 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENIORY

‘Page of

1. DEPARTMENTIAGENCY

A3 ow

2. DIVISION

3. UNIT

Finande

DEFINITION - Records Serles - A group of related records normally filed and used as 2 unit for referenca as

well as retention and disposition purposes.

e o I R

§. EARLIEST YEAR / LATETEST YEAR

IR Cer a7

Conzsists of, &
Wh /75 ,55///67

/
)/ﬂi/dégf"\; 1

6. RECORD SERIES DESCRIPTION ( Buelly descrite the lyges of informatior/documentsiforms rou?wernes Include ihe pufpj&)se of functicn of the Se'nes)

WM/M/MZ—D? youtbhers e
InthS | SN VRIES | Bortbwise
Drolers- cheek @%%7/7) CEMPLPer 7@4/5/3&1

7. RECORO SE FORMAT(S)
ler Size

a Micrciim

8. RECORD SERIES SEQUENCE

Alpnacetical

9. VOLUME /
File Drawer(s)

O Microfilm Reel (53
o

Computer Tace js:
0 tegal Size o Computer Tzce S Numencal ; if O Cther (Specity}
O B-und Book a Floppy Cisk a Cheonolog:cal Number &/// p 7 A
Q Audo Tape O Video Tace O Ceograghical 10. ANNUAL ACCUMULATION .
g File Orawer (<}
O Ctrer (Speciy) Clher {Speciiv) G Microfim Reet (s}
. o Comguter Tape!s)
W pr‘ Wﬁ O Other (Speciy)
e Number
11, FILEIS U 12. FILE BECOMES INACTIVE AFTER
Daily o Weskly a  Monthly a  Month(s) o Year(s)
Numbes
13. CURRENT LGCATION(S) (Bidg,. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
4 / 5 Jﬁ //— 7‘ / a  Yes o No
W el = % 2 M
15, ACCeSS RE!I’R!CTIONS (it yes. cite taw(s} & (equiation(s} 16. AUDIT REQUIREMENTS
U Yes g No O None a Slate O Fegeral G Indapendent
17, 1S AN INDEX SYSTEM USED? (Il yes. exciain cneily ang 18. RECOMMENDED RETENTION
wmoee any hargwarel/software) ’ . —— e T
P oves @( Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.
19. NAME AND TITLE QF PREPARER 2., e

0638 804 Tmpsed 193]

|




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJCORY

‘Page of

1. DEPARTMENTIAGENCY

/7444/ ST

2. DIVISION

S prin”

3. UNIT

Jop2h 5

DEFINITION Records Series - A group of related records normally filed and usad as a unit for reference as

wall as retention and disposifon purposes.

4. RECORD SERIES TITLE

YT o) /f@p@/?g

§. EARLIEST YEAR / LATETEST YEAR

/G, Clry v =S) |

6. RECORD SERIES DESCRIPTION ( Baelly descrte the types of infarmation/documentsiforms found in the Sertes

Cow fortes, bote7 A oA Hb Ary T,

s
Include ihe puipase ot functicn-of the Senes)

Ter Apsshre

6#» %WF@@Q 79/97'4L7'_7-/7e Sl o -

E7

7. RECORD SERIES FORMAT(S)

m) __3'53_7 il

8. RECORD SERIES SEQUENCE
Alpnateticat

O Letter Size O Micrehlm

a Leﬂ;al Size o Ccmputer Tzce G Numencal
O Beund Book a Floppy Qisk G Chronolog:cal
a Auzo Tape Video Tace O Ceograohical

9. VOLUME /
Hle Orawer(s)

a Microfilm Reel (s)

fﬂﬂe! Tace (s
Cther {Specily)
ot =7

10. ANNUAL ACCUMULATION
O File Drawer (s)

Number

a Clher (Spectiv) O Micralilm Ree! (s
) o Computer Taoets)
G Other (Specidy)
o Number
11. Fly 12. FILE BECOMES INACTIVE AFTER
Datly O Weskly 3  Monthly Q  Month{s) o Year(s)
Number
13. CURRENT LOCAT ’ N{(S) (Bldg Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
jg W /ﬁ O Yes 0 No
ﬁ/“’
15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguationis) 16. AUDIT REQUIREMENTS
3 .
¢ es a No o None g Slate 0 Fegeral © O Independent
17. 1S AN INDEX SYSTEM USED? (Il yes. excian crefly and 18. RECOMMENDED RETENTION
uerme any hargware/software) ’ _ A
. iy Retain for 3 years and until all audit requirements
have been fulfilled, then destroy. !
19. NAME ANO TITLE QF PREPARER 2

C63§ $80-4 Fepseq 193]

/




INSIRUGTIQNS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORQS RETENTION
SCHEDULE (OGS 550-1)

S

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJCRY

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

‘Page of

1. DEPARTMENTIAGENCY

e =T onn/

2. DIVISION

P S00

3. UNIT

ozt

/DEFIN!TION - Rocords Sarfes - A group of related records normally filed and used 33 2 unit for reference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE,

Shes /ol

Sepor7S

5. EARLIEST YEAR / LATETEST YEAR

w0 St Ve F

éﬁﬂwﬂfér

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/documents/fopms found in the Series  Include the D :pf)se or functien of the Series!

ey Zr=1
J N Ve K2 It Lo ; Sepienr?

T N7

- e -
@Aﬁwf ;

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
Q File Drawer(s)

wmnee any hargware/software)

‘as

0 Leter Size a Micrefilm Q Alpnateticay - @ Microfilm Res! (51 ’
/ :}mmce is! <
0 Lezal Size o Ccmputer Tece umerical { ‘& Cther {Specily)
0 E-und Book o Fioppy Oisk a Chronoleg:cal Number
O Audio Tape O Video Tace T Geograchical 10. ANNUAL ACCUMULATION
V7 O File Orawer (s}
:@‘C‘Tev/(Specxly) ; a Cther ({Specty) O Mcroliim Ree! (s}
O Comeputer Tapels)
WZL O Other {Specify)
o Number
11, FILEIS US . 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly a  Monthly a] Month(s) ] Yea((s)
Number
13. CURRENT OCA'I?N(S) (Bldg/y;Room : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office}
1‘] 7 / i o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s} & requiation(s) 16. AUDIT REQUIREMENTS
L Yes 3 No O None a State O Fegeral C Independent
17. IS AN INDEX SYSTEM USED? (Il yes, exciain cneily ang 18. RECOMMENDED RETENTION

T

. Retain for 3 years and until all audit requirements

19. NAME AND TITLE OF PREPARER

L

20

CGS 504 Tepsed 1/93)

e

have been fulfilled, then destroy.

\\'




INSTRUGCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

SCNEQULE {0GS 550-1) 7275 WATERLOQ ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJCORY

‘Page . of

1. DEPARTMEMT/AGENCY 2. DIVISION

M=t =T

-

o Va2t

3. UNIT

o e

AEFINIT!ON - Records Serles - A group of related records normally filed and used as a unit for raference as wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

Cistt BopliesTions epor F—

5. EARLIEST YEAR / LATETEST YEAR

N e

Conpisrer 75/%?/%5 by
L/Vz:; ;
Bid.. Dise

6. RECORD SERIES DESCRIPTION ( Bneflly descrite the lyges of information/documents/forms found in the Sernies  Incluce ihe pu:pﬁse or funclicn of the Senes;

V. d V?/ ce /4'/ - /V/?/%e;
Desery g7ion; Prev. 8oL, © /0/?75// 7

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

0 Leoter Size a Micreilm a Alpnateticat
O Lezal Size g Computer Tzee ynm
Q Bzund Book Q Floppy Qisk 0 Chronolog:cat
Q Auco Tape Q Video Tace O Geograchical

o—c/ ‘/
ter (Specify)

Qa Cther {Specivy

9. VOLUME
O File Drawer(s)
a Microfilm Reel (51
a Com [
S e e
Number

10. ANNUAL ACCUMULATION
O File Drawer (5)
o Microfilm Reet (s}

~ Ditfe

o Comguter Tape(s)
a Other (Specily)

Number

12. FILE BECOMES INACTIVE AFTER

11. FILE IS USED ‘
Daily 0 Weekly 3 Monthly

Number

a  Month(s) o Year(s)

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, spe;:xfy agency or office)

13. CURRENT LOCATION(S) (Bldg,, Floor, Rocy :
CITy 1A/~ 719/%/// Gor—

o  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite faw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
¢ es J Wo G None a Slate O Fegerai O Indzpendent

37, IS AN INOEX SYSTEM USED? (If yes. exciain onefly and 18. RECOMMENDED RETENTION

o

P

wmsrte any haraware/sofiware)
z(

19. NAME AND TITLE OF PREPARER {

C635 $50-4 Yepsed 1/97)

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

—




INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

G DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCNEOWE (OGS 530-) 7215 WATERLOO ROAD _ '
PO BOX 275 - JESSUP. MARYLAND 20794 Page : ot
—_
1. DEPARTMEHNTIAGENCY ' 2. DIVISION 3. UNIT .
g £ :
fi%fpywl/ %%7/// - /’{/;///?/f/cjﬂ

OEFINITION . Records Serias - A group of related records normally filed and used as 2 unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE /-}///ﬂ/’/d 5 ETRUEST YEAR | LATETEST YEAR
Compirtei— genizr 2= 17 e et T —

6. RECORD SERIES DESCRIPTION ( Bniefy descnte the types of informalion/documentsiforms found in the Sentes Include ihe pu.p/ose or functicn of the Senes’

CNs)sT> of= T WAL s Tt TS LM e,
/f EContyl. //ﬁ’ DA Wﬁf‘k,\sé%_ PRIl Lok
/egféy‘zrf DirestDeprei7—He jé/e‘:‘/' I A

e L% EdiTHeprrT s 1een/,
?/&r/ /%ZZ frslis Aerer T 4 7

7. RECORO SERIES FORMAT(S) ’ !

8. RECORD SERIES SEQUENCE _ 9. VOLUME

Q File Drawer(s)
O Later Size O Micreiim

0 B-und Book a Floppy Qisk © Chronological Number éé// /—__7:5 :

G Cther (Speciiy)

G Microlim Reet (s} 2
o Comcuter Tagefs) K
O Other (Specity)

e, Number

11. FILE IS USE 12. FILE BECOMES INACTIVE AFTER
Daily 0 Weekly 3  Monthly _

Number

& CURRENT LOCATION(S) (Bldg., Floor, 71 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (It yes. specily agency or olfice)

15, ACCesS RES‘{RICTIONS (i yes. cite lawis! & reguiation(s) 16. AUDIT REQUIREMENTS

o Month(s) o Year(s)

e Yes g o a None o Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (If yes. axciain onefly ang 18. RECOMMENDED RETENTION
<en0e any hargwarefsoitware) )

——

e

‘as ;?’lo/ ~ Retain for 3 years and until all audit requirements
' have been fulfilled, then destroy.

19. NANE AND TITLE OF PREPARER 20!

A O Alpnacebcat g o Microfilm Reel {51 ’
. 0 Com Tace is: =
0 Llegal Size o Ccmpuler Tzce = tTumerical @~ Clher (Specily) 7

a Aucdie Ta Q Videa Tac° O Ceographicat 10. ANNUAL ACCUMULATION _
/ . P Qa File Drawer (5) s
trer (Specify) {

£35S $504 Tegsed 93 ' (




INSTRUGTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (OGS 550-1) .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJCRY -

‘Page of

1. DEPARTMENT/AGENCY

Moer=Tsun’

2. DmVisIO

A,

3. UNIT:

JF NN

DEFINITION - Records Serias - A group of related records normally filed and used a3 a unit for referenca as

well as ratenton and disposiion purposes.

4, RECORD SERIES TITLE 55// J W/%’fe
Dejjpery sS4 eas

S. EARLIEST YEAR / LATETEST YEAR

ro&rW

6. RECORD SERIES DESCRIPTION ( Brefly

crite the lypes of m/mahon/documems/!orms found in the Series Include the purpose or functien of the cnes)

50//<Z izsTe #/%//e/é
5/7@05 T g 2/ Tr el 4 /ﬁ—é:#
PWWWVS/ﬁ/yﬁﬁ% oF @Eifer\,g&

De/)ver

7. RECORO SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME /
ile Drawer(s)

7[

2

C;f’y B -

O Le~ter Size a Micreilm a Alpnatetica a Microfdm Reel (53
a Computer Tace is:
O Legat Size : a Zcmputer Tzce umerncal / 0 Ctner {Specily)
0 Bound Book O Flogpy Qisk o Chronolog:cal Number CL{ L4 F zk
d Audo Tape O Video Tace 3 Geograohicas 10. ANNUAL ACCUMULATION
M/ . ; // Q File Drawer (s}
=t (Specify) Z G Cther {Spectiv 0 Mcrofilm Ree! (s}
0 Comguter Taoe!s)
y ;? l a Other (Specily)
el Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly g Monthly g Monih(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg,, Floar, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, spezify agency or office)

o Yes o No
15, ACCESS RESTRICTIONS (If yes. cile law(s) & requiation(s) 16. AUDIT REQUIREMENTS
G Yes a No o None a State O Fegeral G Independent

17, IS AH INDEX SYSTEM USED? (Il yes. exciain cnefly And
wi=erce any hargwarefsoftware) '

‘25

18. RECOMMENDED RETENTION

Retain for 3 years and until all audit requirements

19. NAME AND TITLE OF PREPARER

2

C138 £59:4 Tensed 1/93)

have been fulfilled, then destroy.




INSIRUGTIONS ~ TYPE OR PRINT A SEPARRTE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1) :

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJCORY
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD ]
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY _ 2. DIVISION 3. UNIT

179%6/”‘ v Y Y [ e

DEFINIT!ON Records Sarles - A group of related records normllly filed and used as 2 unit for reference as wall as retention and disposiion purposes,

4. RECORD SERIES TITLE

D/?’)/y @90@/7_’ Jé&'/(pkfééezf

5. EARLIEST YEAR / LATETEST YEAR

1275 é‘/m%ﬂ’“

6. RECORD SERIES DESCRIPTION { Bueﬂy descnte the lypes of information/documents/forms round in the Series Include the pu.pf)se of funchien of the ..cne;l

Confaws » Pepps) 7 41575 DEpasi s/

#ﬂ/ﬂﬂf /%/?‘é‘é//f/é 7—75655 -

8. RECORD SERIES SEQUENCE

9. VOLUME /
“File Drawer(s)

7. RECORD SERIES-FORMAT(S)
«ter Size o]

w/ /—_
Fer {Specily)

, %
", /7’9/% 7

a Clher {Speciiv)

DA

Micrefum Q Alpnateticas a Microfilm Reel (51
QO Computer Tage js!
O Legal Size o Computer Tzce .a’Nu/m;tTc-:\/! i [s] Clne?(“n --/)‘
O Bzund Book Q0 Floppy Disk Q Chronolog:cal Number C 1'// F T-
O Auto Tape @ Video Tace T Geograohicas 10. ANNUAL ACCUMULATION

Q File Orawer (<)
a Microfilm Ree! (s}
0 Comcuter Tape!s)
O Other (Speciy)

el Number
11, FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
Daiy 0 Weskly 3  Monthly O  Month(s) o Year(s)
Number
CURRENT LOCATION(S) Bldg Floar, Rogfh) : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. spezify agency o office)
c;f'y T
/ _ a  Yes o No
e, DDP—' y,
15. ACCESS RESTRICTIONS (If yes. cite law(s} 2 regyafion(s) 16. AUDIT REQUIREMENTS
U Yes Y No a  None a Slate Q Fegerai O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, @xciain vfl“”‘( and
wmsree any hargware/software)

s /lo

18. RECOMMENDED RETENTION

Retain for 3 years and until all audit requirements

19. NAME AND TITLE OF PREPARER

20. Ti

C3S 850:4 Tepsed 1/93)

have been fulfilled, then destroy.




INSTRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES FORWARQ WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION ‘
SCHEDULE (OGS 550-1) 7275 WATERLOQ ROAD _ '
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of
1. OEPARTMENT/IAGENCY 2. DIVISION 3. UNIT
fArzins | Fnron e

DEFINITION - Records Saries - A group of related records normally filad and used s a unit for refarence as weil as rotention and disposition purposes.

4. RECORD SERIES TITLE §. EARLIEST YEAR / LATETEST YEAR

ourasl Ev7ryas 1775 Clar 78077

6. RECORD SERIES DESCRIPTION { Bnefly descrite the lypes of information/documents/forms found in the Series  Include ihe pu-'p?)se or functicn of the Sernes)

Compuie —~ genera/ad i Jpurnw =l L7y

Sl pory 'z 4/5777&6 - s —

DHITS For— /2.~ oo Sheels; wrasy
Hteruz/s 7 I) red Jferasy

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES S

9. VOLUME

m O Microfilm Reel (s)

O Leter Size 0 Micreilm
Q Computer Tace is!

0 Legal Size o Ccmpuler Tzee Menca!" e 2 :O Ctner (Spezily)
Q B=und Book a Floppy Oisk C Chronolog:cal Number M ’ 7

v
O Auco Tape G Video Tace T Geographical 10. ANNUAL ACCUMULATION
. a File Orawer (s)

2 (Specily) O Clher (Speciv) O Microfilm Reel (s}

O Comcuter Tape(s)
a Other {Specify)

e, Number

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

C/ﬂally/ o Weekly a  Monthly _ o Monih(s) o Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Fjoor, Roam : 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

Cif il A
H o Yes a No

7. % ) /

- —g L g -4

15. ACCESS RESTRICTIONS (if yes. cite law(s) & regdiation(s) 16. AUDIT REQUIREMENTS

L Yes No a None a Slale O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (if yes. exciain cneily and 18. RECOMMENDED RETENTION

wente any hargware/soflware) g ST i T RN
e Z 0 Retain for 3 years and until all audit requirements

' ’ have been fulfilled, then destroy.
19. NAME AND TITLE OF PREPARER 2 _ '

€633 £50.4 Tepsed 1/93)




[NSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1) '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTJORY

‘Page of

1. DEPARTMENT/AGENCY

/%?46 =/ DLk

2. DIVISION

SR,

3. UNIT

/C/_;P’#/V’cf

DEFINIT!ON Records Serles - A graup of related racords noemally filed and used a3 a unit for refetance as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

E/;/Wméﬂfw/af

% %‘//’71/44 »

§. EARLIEST YEAR / LATETEST YEAR

| G5 o1 TET

ét?Mm/

6. RECORD SERIES DESCRIPTION ( Bnefly descnte the lypes of mlotmauonldocumenl;l(orms found in the Series

Cﬂ/‘f Litfer— /’5/V’cf/”’ﬂ/
FImet kS 5

pen

s
Include the puipose or functicn of the Series)

PureH2ss
FK/CMWé/" Py %}WK’/V%

7. RECORD SERIES FORMAT(S)
QO Leier Size Q Micrciim

O tegal Size o Ccmputer Tzce

G 8-und Book

ther (Specify)

a Floppy Cisk

a Video Tace

1144174_

8. RECORD SERIES SEQUENCE
O Alpnatetical
.—,m
a Chronolagical
0 Ceographica!

a Cther (Spectiv)

Dfe.

9. VOLUME
Q Fide Drawer(s}
a .hcrohlm Reel (53

] Tac° is!
‘et (<pe:.’
Number 0// v

10. ANNUAL ACCUMULATION
o File Drawer (<)
o Mcrofilm Reet (s}
O Comguter Tapels)
O Qther (Specily)

Pl Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Dally O Weskly 3 Monthly g Month(s) G Year(s)
. Number
13. CURRENT LOCATION(S) (Bld Floor Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)
CJ 9? 7 /o0~
9//\ o Yes & No
15. ACC:SS RESTRICTIONS {If yes. cite law(s} & requiation(s) 16. AUDIT REQUIREMENTS
U fes 3 No O None a Slate O Fegeral T Independent
17. IS AH INDEX SYSTEM USED? (il yes. exciain cnefly and 18. RECOMMENDED RETENTION
wesree any hatgwarefsoftware) ' .
. ‘ 1
5oves Ho . Retain for 3 years and until all audit requirements
. have been fulfilled, then destroy. , P
19. NAME AND TITLE OF PREPARER 20. 1

0138 $50-4 Yepsed 1493)

P




INSTRUGTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECOROD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLQO ROAD ) ;
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

e =]z Sdrr | o sarar

/DEFINIT!ON Records Serles - A group of related records normally filed and used as a unit for referenca as well as retention and disposifon purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Het i forey wbtas /54/575» i

6. RECORD SERIES DESCRIPTION ( Bnefly descnbe the lypes of m!ormalxonldocumentslror lound in the Senes Include ine pu.pose or functicn -of the Series}

COMPittzr— 76/%%&7‘ SR IV RegiETery

#/A’ W12/ s/ Eds 7"//%/% L2/ per
//VVﬁ/Ccﬁj &y 27'%@7_

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawe!(s)

O Leter Size g Micrciilm ) O Alpnatetics a Microfilm Reet (s}
/ . W Tace is!
0 Lez3l Size a Ccmputer Tace umencal }9 ther (Specify)

0 Beund Bock a Fioppy Disk Q Chronolog:cal . Number éj/‘; ,ﬁ Z
a Audie Ta O Video Tage T Geogranhical 10. ANNUAL ACCUMULATION _
Q/W Y . o File Orawer {s)
7% (Specdy) ! ! a /‘ 7 a Clher (SDeC!fV) o Microfilm Reel {s}
O Computer Tape!s) -
:D”#é’ O Other {Specfy) ____ |-

o ' Number

11. FILE IS USED » 12. FILE BECOMES INACTIVE AFTER

Daily O Weekly 3 Monthly i ] Month(s) ] Yezr(s)
Numbet ’

13. CURRENT LOCATION(S) (Bldg Floor, Rool 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
j 9DI/\

_ o Yes . o No

174
15. ACCESS RESTRICTIONS (If yes. cite lawis} & requiation(s) 16. AUDIT REQUIREMENTS

U Yes o No o None a  Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain cnefly ana | 18, RECOMMENDED RETENTION
wsspe any haraware/software) ’

‘a5 | A Retain for 3 years and until all audit requirements
' have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER i

C638 850.4 Fepseq 1/93)




NSIRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

AGENCY RECORDS NVENJCORY

_ 7275 WATERLOC ROAD . i
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENT/IAGENCY

/71/%’6 T S7Bun

2. DIVISION

SN

3. UNIT

F/?V/?/Vae

AEFINITION Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition pulpos;s.

4. RECORD SERIES TITLE

e omets JFruobk4e

FIXEA Hose7=

S. EARLIEST YEAR / LATETEST YEAR

/952 /25T

//V/ /cé_S/
/

6. RECORD SERIES DESCRIPTION ( Brefly descnte lhe‘ﬁes of information/documents/forms found in the Series Include ihe pu.pﬁse of funclicn of the Senes)

Vouehers S 5 PRpesse /47@/05/7” Fece //07——_
Gorpbise Erd s -

7. RECORD SERIES FORMATI(S)
Q Leter Size a Micrciim
Q Legal Size a Cemputer Tzce
a Beund Bock O Floppy Qisk
O Aucio Tap O Video Tace
Er(((Spe:ly)

8. RECORD SERIES SEQUENCE

9. VOLUME /

. e Orawer(s)

O Alpnateycal Q Microfilm Rest (s}

/ a Compuler Tace is:
Numerical a Ciher{Specily)

a Chronolog:cal Number

Ll 7,

10. ANNUAL ACCUMULATION

. Q File Orawer ()
O Microfilm Ree! (s}
o Comguter Tapels)
O Other (Speciy)

T CGeograohicat

a Cther (Spectiv)

e

Number

11. FILE IS USED

12. FILE BECOMES INACTIVE AFTER

a Daly 0 Weskly 3 Monthly o Month{s) o Year(s)
Number
13. URP.E_N; LOCATION(S) (Bldg Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
w - F o] Yes a No .

v
15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s)

L fes g No

16. AUDIT REQUIREMENTS

G None o Slate O Fegeral O Independent

-
-~

. IS AN INDEX SYSTEM USED? (if yes. exciain crieily and
wennpe any hargwarefsoftware) ’

2 ‘as /HO

18. RECOMMENDED RETENTION

_— -— - -

Retain for § years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

2 i

068 §280.4 Fepsed 1/93)




INSIRUCTIONS ~ TYPE OR PRINT A SEPARAIE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE [DGS 550-1) '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJGORY

‘Page of

1. DEPARTMEMNT/AGENCY

rS75mA’

2. DIVISION

Jedrzis,

LuNT

/’/7-}//4#&/9

/FINITION Records Saries - A group of relatad records normally filed and used as a unit for referenca as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE /4//() C/%/Vda/ed/
Checisvs

5. EARLIEST YEAR / LATETEST YEAR

JPAS e DALI T T

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/documentsiforms found in the Series

Number

Include ihe pufp/ose or functicn of the Senes}
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. de Drawer(s)
O Loter Size g Micteilm C Alpnateticai O Microfiim Reel ()
/ QO Computer Tace st
QO Legal Size o Computer Tece S-tlumencal iy 0 Cther (Specily)
O Beund Book a Floppy Disk QT Chronolog:cal Number M/ F7:-
Q Audo Tape O Video Tace O Geograchical 10. ANNUAL ACCUMULATION
o/ O File Orawer (s}
Y (specl!y) 5 o Cther ‘_sDeC!l‘Vl a Microfilm Res! (s}
a Comguter Tace!s)
M /1/9 O Other (Specity)
= -
ol ' Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
e{ g Weskiy 3 Monthly O Month(s) O  Years)

13. CURRENT LOCATION( (ng Floor, Room)

CrHvy 171/ /.’: or—

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

Yes

{If yes. specify agency or office)

g g No
15. ACCESS RESTRICTIONS (i yes. cile faw(s} & regusation(s) 16. AUDIT REQUiREMEHTS
U Yes 3 WNo a None g Siate O Fegeral O Independent
17, IS AH INDEX SYSTEM USED? {If yes, exciain cniejlf ang 18. RECOMMENDED RETENTION
uasspe any hargwaressoftware) ’ i L
e e —— - e
o Retain for 3 years and until all audit requirements
have been fulfilled, then destroy. —_—
19. NAWE ANO TITLE QF PREPARER 20!

£63S 504 Tepsed 19




REVISED RECORD SERIES FORWARD WITH RECGRDS RETENTION
SCHEDULE (DGS 550-1)

¢

e U LGt 1 T et tamr N e o am e e D
REC

ORDS MANAGEMENT DIVISION

At

MO i e v Coss WML T

7275 WATERLOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20784 Pag

e of

1. DEPARTMENT/IAGENCY

Mtoerzions’

2. DIVISION

L’

3. UNIT

Fon e

OEFINITION - Records Saries - A group of related records normally filed and used as 1 unit for referenca as

wall as retenton and disposition purposes.

4. RECORD SERIES TITLE

AT A ohesis

5. EARLIEST YEAR / LATETEST YEAR

/ @TOW

Kecer v@2b/e

6, RECORD SERIES DESCRIPTION ( Buefly descnbe(/he lyges of information/documents/forms found in the Series  Incluce the pu:p@se of functicn of the Senes;

Covtz s, bt A7 % pjed 72~ ;:%D// peron-
CILIT oS PRLUSIS 2= et Ty 2
Liped DT ol s,

Vﬁﬁéés

Sty ﬁﬁm
7 forn /ﬁfjpfﬁ/?/é/dzg

7. RECORO SEBIES FORMAT(S)
Later Size G Micrchim

C legal Size o Ccmputer Tzce

a Bsund Book Q Fioppy Cisk

Q Auco Tage a Video Tace

Bﬁ(ﬁiecxly) //)(/j'/

8. RECORD SERIES SEQUENCE

Q Alpnagel
& Numerical

9. VOLUME /
de Drawer(s)

G Microfitm Resl (s}

G Computer Tace 'Sg -
Cther (Sgecily)
@ Chronolegcal Number é// s J—CW
O Ceograohical 10. ANNUAL ACCUMULATION

a glher (Speciy)

G /L precoyn T A

Number

Q File Orawer (s)
G Microfilm Reei (s}
O Comouler Tapels)
a Other (Specily)

11. FILE IS USED

c Daly Weskly a  Monthly

12. FILE BECOMES INACTIVE AFTER

a  Month(s)

Number

a

Yezr(s)

13. CURRENT

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(I yes. specily agency or office)

& QCATION(S) g};;;i Roay -
e
15

¥

a Yes C No
. ACCZSS RESTRICTIONS (I yes. cite law{s) & requiation{s) 16. AUDIT REQUIREMERNTS
/s o o o None a Slate O Fegertai G Indespendent

-

-

. IS AN INDEX SYSTEM USED? {f yes. exciamn cnefly ang
wee any hargware/software) '

L ‘28

vlo

18. RECOMMENDED RETENTION

b

——

Retain for 3 years and until all audit requirements

. NANE ANO TITLE OF PREPARER

- have been fulfilled, then destroy.

C633 $50-4 Tepsea 1192

/N




